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Schedule: Time Management &

Organization

9-9:05am Introduction — Mimi Cabrera, MD

9:05-9:50am Getting Stuff Done — Puneet Bhargava, MD
9:50-10:00am Q&A

10:00-10:05am Break

10:05-10:40am Email tips: Inbox Zero — Mimi Cabrera, MD
10:40-11am Final Q&A



Time Management & Organization:
Audience Response

* Where do you work?



Time Management & Organization:
Audience Response

 What do you do?



Time Management & Organization:
Audience Response

 What are you most interested in learning
today?
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Technology




INBOX ZERO




Objectives
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Do you feel present




Marie Kondo: Decluttering focuses
vour life on what matters




DELETE!
Delegate

Defer
Do

INBOX ZERO
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Achieving Inbox “Nirvana”




Tips to manage your inbox

¢ >3 months or whatever you are comfortable with
* Move to a separate folder

¢ Block

e Set up Rules and if using Outlook learn the Sweep function

e Top to bottom

e <2-minute task? DO IT NOW!
e Delete most

e Save a few to folders

* SNOOZE

* Delegate



Inbox Zero is Not a
Perfect System

It’s a state of mind



e




Use web-based Outlook
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Turn Off Notifications

e Stop being reactive
e Stay focused

PUSH NOTIFICATIONS (€9
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Turn off notifications in Outlook
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Keep Email Closed
Unless you are acting on it




Spam
/spam/

def: Unwanted and unsolicited email
sent by automatic messaging software
on the internet.



Block Sender

e Cutdown on
unwanted email




Block in Outlook
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SWEEP in Outlook

M Inbox (10) - mimitcabrera@: X Gl Mail - Cabrera, Michelle-Ou X +

€« [¢] outlook.office.com/mail/inbox/id/AAQKAGY3Y TFmMzZhLWQzNTctNGQyZS050DVhLTQTIMmMIOZWUZOTCcSNWAQAHOY %2BDXHMYILG0! %2BMBCecjo%3D A B e D oe

G Google @ NewTab W Wikipedia, the fre. % Bookmarks W Catalyst WebQ-... @3 (14) Basic Swedis... [T] UW Ophthalmolo.. @ Tools | CRNL (2 Ophthalmology 4} Donate to 50 Milli.. @3 WINDOW TO THE.. & A Pie for Every Ba

Outlook ORI x  Teams call 7=}

BSC Momning Safety Huddle
in 21 min Webex; https://seattl

Home  View  Help

Favorites
& Inbox
B3 flag and move Normal

Sent Items

Focused  Other Experts Advocate for Permanent Standard Time, ACS Expands Lung Cancer Screening, and More in Our Healthcare Newsletter @

Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from info@evalyticslabs.com
Frontiers Newsletter

Frontiers awarded top-tier customer experience accre... 431 AM Show blocked content
Folders e ated out this a

& Inbox Evalytics Labs
7 Drafts Experts Advocate for Permanent Standard Time, ACS E. 429 AM
B> Sentltems emalioniginateciouisidelofithisiorganizatio

® 4 CAUTION: This email originated outside of this organization.
© snoozed Rickey Hall, VP for Minority Affairs & Diversity and Univ. =S T oranz

o) Evalyti

To: Cabrera, Michelle

W Deleted Ite... 33564 New Learning Opportunity | Land Acknowledgements
€3 Junk Email 8467 New OMA&D Learning Opportunity! - New Learning
BT Archive
@ Notes

Your dose of health news

) AAMC

B3 Accellion Outbox
B3 Advances in Pedia
€3 Ana Mari Cauce 26
B2 Avery Weiss 1
B Benefits

€3 Bob Kalina

B Carmel Mercado 2

=) Curlizet, 2 WHAT YOU NEED TO KNOW

B Children's OR 20

B Children's Orientat

B China Experts advocate for permanent standard time as it better aligns with the
B9 Chris Chambers. natural body's sleep-wake cycle, aiming to reduce the health disruptions
B clinic associated with changing clocks. The debate emphasizes potential benefits,
B cvra highlighting a shift to year-round standard time to enhance sleep patterns

&) Conversation Hist minimize mental health impacts, and alleviate health issues linked to time

B covid 19 121 changes.

B3 credentialing Valley
& cume

B3 Debarshi

£ Denmark 2022

£ deployment 101
B3 Diversity 17
B3 endophthalmitis

B epiC 34 point and hopes to reach more high-risk individuals, particularly in underserved

The American Cancer Society's updated guideline extends lung cancer
screening recommendations to adults aged 50 to 80 with a history of 20 or
more pack-years of i irresp of the duration since they quit
smoking, aiming to prevent more lung cancer deaths. This expanded criterion
aligns with n. evidence that suggests risks persist beyond the 15-year quitting




SWEEP in Outlook

M Inbox (10) - mimitcabrera@ x ol Mail - Cabrera, Michelle - 01 X+

outlook.office.com/mail/inbox/id/AAQKAGY3YTFMMzZhLWQzNTctNGQyZS050DVhLTQIMmIOZWUzOTc5NWAQAHOY %2BDXHMYILgol%2BMBCecjo%3D (=5 e B2 @ m} o

Google @ NewTab W Wikipedia, the fre % Bookmarks W Catalyst WebQ-... B (14) Basic Swedis UW Ophthalmolo. Tools | CRNL Ophthalmology 4 Donate to 50 Milli.. @3 WINDOW TO THE... S A Pie for Every Ba.

’l".',’.,' n's (o @l CQ Search Cn Teams call (7=}

BSC Morning Safety Huddle

View Hel
P in 21 min Webex; https//seattl.

T Delete v T Archive & Sweep £gMoveto v 4\ Reply & Replyall > Forward v [? Quicksteps ¥ (3 Read/Unread <) v R v Ov Fv
Favorites o

Focused  Other
8 Inbox

) flag and move Normal

Experts Advocate for Permanent Standard Time, ACS Expands Lung Cancer Screening, and More in Our Healthcare Newsletter

B> Ssentltems Frontiers Newslettar Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from info@evalyticslabs.com.

Add favorite Frontiers awarded top-tier customer experience accre...  4:31 AM Show blocked content
Folders CAUTION: This email originated outside of this organization. In t.

: O« & -~ @
jticy Evalytics Labs S8 Evalvtics Labs <info@evalvticslabs.com>
Drafts Experts Advocate for Permanent Standar
CAUTION: This email originated outside

Tue 11/7/2023 429 AM
Sent ltems

Sweep messages

ON: This email originated outside of thi ization.
Snoozed 49 Rickey Hall, VP for Minority Affars & Diy is email originated outside of this organization.
Deleted Ite... 33564 New Learning Opportunity | Land Ackng
Junk Email 8467 New OMA&D Learning Opportunity! - N

For message:

Archive tics Labs (info@evalyticslabs.com; Your dose of health news

Notes
AAMC

Accellion Outbox ®) Move all messages from the Inbox folder and any future messages

Move all messages from the Inbox folde

ay to keep up with the world of health and medicine through

nsights and other practical resources
Advances in Pedia.

Ana Mari Cauce 26 ways keep the latest message and move the rest from the Inbox fold

Avery Weiss 1 ys move messages older than 10 days from the Inbox folder
Benefits
Bob Kalina Deleted Items
Carmel Mercado 2

Carmel Mercad... 2

Children's OR 20 OK | cancel

Children's Orientat.

China EXperts:agvocareTor permanent standard time as it better aligns with the
Chris Chambers natural body's sleep-wake cycle, aiming to reduce the health disruptions
clinic 64 iated with ing clocks. The debate emphasizes potential benefits,
CMFA 28 highlighting a shift to year-round standard time to enhance sleep patterns,
Conversation Hist... minimize mental health impacts, and alleviate health issues linked to time

Covid 19 121 changes.

credentialing Valley
CUMG

Debarshi

Denmark 2022

The American Cancer Society's updated guideline extends lung cancer
screening recommendations to adults aged 50 to 80 with a history of 20 or
more pack-years of { irrespective of the ion since they quit
smoking, aiming to prevent more lung cancer deaths. This expanded criterion
endophthalmitis aligns with newer evidence that suggests risks persist beyond the 15-year quitting
EPIC 34 point and hopes to reach more high-risk individuals, particularly in underserved

deployment 101
Diversity 17

8
4
B
©
W
i}
g
G
[im]
(i)
)
(]
&
&
(]
&
(i)
o)
(]
&
(@]
(]
&
1)
(2]
(]
&
(@]
B
&
=)
()
&




Rules in Outlook
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If the message was received from ‘Dougall Lessons', delete the message and stop
processing more rules on this message

If the message was received from ‘Suzuki, Skye', delete the message and stop
processing more rules on this message

3 . Philip P. Chen; Russell Van Gelder MD PhD.

EHE Next steps (3) Mon1:56 PM
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Rules in Outlook
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Pitfalls of Rules

AAMC Folder

AA‘[\ [(_.r Am ”:-1:;_ rr'1 edical Colleges




“The things that
get scheduled
are the things
that get done”

- Robin Sharma



SNOOZE




How to use SNOOZE

What: >2 minutes task

Snooze to: 1. before deadlines 2. when you know you have
time

Forget about it

It will return to your inbox at the desired date
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SNOOZE can be your new To Do List



SNOOZE is healthy procrastination



OUTLOOK ON SMARTPHONE

Assignment Co n: 2024 Workplace

uwmedims@uw.edu
To cabreram@uw.edu

Dear Michelle Cabrera,

You have been assigned the following training:
2024 Workplace Violence Prevention Training

Due Date: 12/31/2024

The 2024 Workplace Violence Prevention Training is
part of the annual trainings required of all
workforce members for the 2024 calendar year. The
content is updated annually to meet regulatory
requirements, highlight important issues and
explain any changes in policies and procedures.

To access this online training module, go to your
local Learning Management System:

Valley Medical Center learners: To access
Percipio LMS (Learning Management System),
go to the Percipio landing page/login page via
MyValley (Learn) or via the AccessBar

Reply to All




OUTLOOK ON SMARTPHONE

Move to Folder

Report Junk

Snooze

Print Conversation
Ignore Conversation
Forward as Attachment

Mark as Unread

Flag

Pin

Create a Task

Valley Medical Center learners: To access
Percipio LMS (Learning Management System),
go to the Percipio landing page/login page via
MyValley (Learn) or via the AccessBar

& Vv Reply to All
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Insert ~ Formattext ~ Draw  Options
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Leavitt, Dawn; Thai, Christine
Craniofacial Team Conference 11.6.23
This is fine with me. From: Thai, Christine <Christine.Thai@se.

Vincent, Jennifer; Huang, Laura “
OPH Faculty Meeting

I'll be in the office tomorrow, | am st

Lam, Loan

ACTION REQUIRED: Ruptured Globe OR loca... |
Hi Gayle and Laura - I'm escalating an issue on behalf of
Normal

Manh, Vivian; Andrew Stacey; Herlihy, Erin; Patel, Isha
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Happy to help, if you need it. | can contribute on amblyopia

My Workday UW
Expense Report Event - Submitted On Your ... Mon 7:57 PM
CAUTION: This email originated outside of this organization

My Workday UW
Expense Report Event
UTION: This email

Submitted On Your
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ization.

McKellop, Andrew
Haiku/Canto Upgrade December 6th Mon 7:35 PM
Hello, You have been identified as a person who has logged i

Stallworth, Jeannette; Kelly, Karen
ROP for tomorrow @
Drops ordered for Tst baby.
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Leo-Nkoah, David 2
September Financial Packets-OP Mon 4:13 PM
Hi Tim, Attached for your review is the September financial p.

09.23 CUMG Fina

carwalk; Courtney E Francis
CSM and ONSM case report Mon 2:44 PM
Let me read more about that tonight when | get home. Its be.

Philip P. Chen; Russell Van Gelder MD PhD

Next steps Mon 1:56 PM

BSC Morning Safety Huddle
Now, Webex; https://seattlechil.

A i s - B 5 N2

@ internal

Outreach Presentations- please respond before November 17 9.

Thanks so much! Yes, that is a great point- we should definitely do these over zoom.
Mimi

Michelle T. Cabrera, MD
Associate Professor of Ophthalmology
University of Washington

Head of Ophthalmology

Seattle Children’s Hospital
0A.9.339 4800 Sand Point Way NE
Seattle, WA 98105
cabreram@uw.edu

206-469-2936 (pager)
206-987-3670 (office)
415-867-3487 (cell)

Pronouns: she/her/hers

Andrew Stacey <awstacey@uw.edu>

To: Cabrera, Michelle Mon 11/6/2023 12:09 PM
Mimi,

| can talk to pediatricians about Rb if that is helpful. Let me know how/when. | don't communicate with the

pediatrician groups though, so | don't know them. | haven't done this before. Can it be done over zoom?

Thanks,
Andrew
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Marie Kondo: Decluttering focuses
vour life on what matters




DO NOT FEAR DELETE!

After reading/completing task

Delete 95% of emails — only save critical emails to folder
Saves time

Declutters
Makes search functions functional
You can track down lost information



WHAT ABOUT GMAIL?
WHAT ABOUT EPIC INBOX/INBASKET?

* Use the same principles



SNOOZE IN GMAIL
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accommodation 2006

accommodation study
; Click to be a Mentor
aicardi

Apple Mail To Do

arvo2008

asoprs 2007
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Want to learn more EPIC Inbox?

UW EHR inbox management workshops
March 27% in person

UWMC Montlake in a computer lab

Limited capacity, but more sessions to come



Email is Just a Medium




Email is Just a Medium

Managing Email Means:

* Convert important things into
action items

* Eliminate the rest
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Inbox Zero Take Home Points

Eliminate Spam
2- Minute Rule
DELETE

Use SNOOZE

" R

https://www.youtube.com/watch?v=s74-mXXvJsM


https://www.youtube.com/watch?v=s74-mXXvJsM

Thank you!




Audience Response

 What time management technique do
you plan on adopting?



cabreram@uw.edu
bhargp@uw.edu

Questions?


mailto:cabreram@uw.edu
mailto:bhargp@uw.edu

Please submit your E-val!
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